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Sue Smith, Jedi Manager
Address
City, State 

RE: Job Inquiry – Assistant Jedi


Dear Ms. Smith:	

My name is Luke Looking, and I am interested in employment opportunities with (enter company name).  I am inquiring about an Assistant Jedi position or similar. Your organization is of interest due to potential growth opportunities, work environment, and industry.

	Attached you will find my resume that includes the following credentials: 

· Over 7 years of Journalism experience – Writing articles and research
· Increase vendor satisfaction by 35% (enter a measurable achievement, if applicable)
· Bachelor of Science in Communication
· Certifications:
· Computer skills: Microsoft Word, Excel, PowerPoint, Outlook, MS Project
· Soft Skills: Flexible, wiliness to learn, patient, team player, multi-tasking 

If this position is no longer available, please consider my credentials for other opportunities.  
	I know your time is valuable and would like to set up a 15-minute phone meeting to review opportunities, and how I may become an asset to your organization.  

For your reference, here is a link to my professional profile: LinkedIn.com/name.com

Sincerely,
Luke Looking
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